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Honorable Yayse 1. Heys
ihairman, Subtcemitiee to
Investigate Federal Printing
%%mmr of }‘%@mﬁm‘%ﬁ;ﬁﬂ
sashington 75, T, .

imW%W&MMﬂmxameﬁ%&mw
wark memagsment sctivity within the Cemtral Intalligence Agemey, as
requssted in your letter of Mareh 1, 1954,

The Agency has hed e comtimmcus Porms Mansgement Progran in
affect wince 1346 when It was fastituted by owr predecessecr, the
Strategic mmgu Undt. Owr progrem insledss all of the slements
of forus menagement recommeiied by the Heover Cessdssion) however,
certain of thelr reccmmondations regarding paperwork Lmpogad m -
privats industyy are net spplicable.

I beldieve that the effectiveness of our Foams i Progran
mﬁmﬂmhmmmmmmmxmm
resulted from ocur progras. Fer axsaple, during the perded from 1953
e 1955, slghty-eight per aent move forms were brought wmdsr contrel,
and the aversg: mmber of coples printad per form wes reduced by
fifty-tuo por cent, Acticons such as thess have materially lowered
the coet of pristing, procuring and distyibuting forss and are per-
xitting our steff to direct mare of ity sttention to the essentlslity,
degige srnd funotionsl sse of the foree.

incthar ares of papexwork mgmagement setivity wme established
in 1950 in complispce with the Fedural Fecords Act, when programe
for the contrel over the creation, maintensnes and uss, and dispesi~
tion of records wers put into effect. Today we have & substantisnlly
integrated systen for paperwork msnagement which censistz of active
vrograme ims

ftice tuninese sachines
W&ﬁim contrel
Yorwe nansgement

Sanitized - Approved For Release :
CIA-RDP70-00211R000200060015-6



Sanitized - Approved For Release :
CIA-RDP70-00211R000200060015-6

Lorrempayisntc saneagenent

Heports managemand

'ﬁ’ﬁ:&al muterdals

Herefilning

tecords systems, incinding offies Filing
sl maldl wgntim

praipmant end surpilse ctendardise~
M&u m uﬁ.&iﬁatim
spnrds fiim&flm;

“1ile these pregrems sre sdsinistered on s decemtralisad basis
by the verious offices of the Agemey, mmz Aireetion and ¢oordi-
natlon ars furadshed ty the Ghief of oy “emsramemt Ttaffl,

© slsseilfled report comparing the cpermtions and necop lishe
wanty of map Hecorde Menmgemant Frogres with the Timdiege of the
Haewer | mmmmmmwms&mm
pmm&w toward veoting the standarie recommended by the Comlssion.
If you feel 1% mﬁ% e of wiles Lo yoar ﬁwﬁy, e QRN pPERETY AN
unelaseifisd rarume of this report,

I am onclosing descriptive material on several émaﬁr m"‘
my hecewds Hanspewent Progris. 1T you desive afditi
idon te ssaist you in your study, plesse call ¥
Legislative Commeel, on code 13, extonwiem 7Y,

my 25X1A9a

Sincerely,

A£13em W Tallew

'mmmm
Four sasphletar
Forme HManagement Program, CIA CONCUHs
An Introduction to BReporis mgm
Correspondence lMsnagerent
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Rewrdtten: SA-DD/S:RBSmup {12 March 56) lates
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